| nf ormati on Technol ogy Managenent
Head, Judge Advocate I nformation
Pl ans, and Prograns
Headquarters Marine Corps

l. I NTRCDUCTI ON

1. The Judge Advocate Division, Headquarters U. S. Marine Corps
(JAD, HQWC), has cogni zance over all phases of Marine Corps |aw
practice (excluding business and civilian personnel |aw). The
Staff Judge Advocate to the Conmmandant of the Marine Corps has
authority over a systemof Marine Corps |egal offices and
detachnments consisting of the approximately 80 Staff Judge
Advocat e offices, Legal Services Support Sections (LSSS), Marine
Corps Base offices (MCB), and their detachnments and branch

of fices. Although subject to fluctuation over tinme, the Judge
Advocat e Division (JAD) provides function-related Marine Corps
and public information services, direct information technol ogy
support: to approximtely 50 users, and indirect support to

anot her 900 gl obal users.

2. As Supervisor the incunbent provides overall | eadership,
managenent, and definition of all major Information Technol ogy
(IT) activities and day-to-day I T operations of JAD and serves as
the principal advisor to the Staff Judge Advocate regarding IT
and knowl edge nmanagenent and their specialized application in
provision of mlitary |egal practice services. Responsible for
the entire IT infrastructure including information assurance,

har dware, software applications devel opnment, Local Area Networks
(LANs), and Internet operations. Oversees analysis, design,

i mpl enentation, and |ife cycle nanagenent of mlitary | aw—
practice specific software applications.

1. MAJOR DUTI ES

1. Fornul ates and executes infornmation technology initiatives
to include planning, design, acquisition, inplenmentation, and
operation. Defines application of IT in the mlitary |egal
practice environnent of JAD with speci al enphasis on the

relati onship and uni que demands upon use of IT in mlitary |aw
practice, including | egal professional responsibility and ethics.
Participates with top decision nmakers in setting program goal s,
provi ding key input into policy devel opnment and establishing IT
m ssion priorities. Devel ops policies and standards related to

t he scope and extent of services provided.

2. Incorporates mlitary |law practice needs and requirenents in
t he pl anni ng, design, acquisition, operation, and nai ntenance of
software applications and infrastructure.



3. Directs systens and software application requirenents
anal ysis; application design, acquisition or custom zation;
functionality assessnent; inplenmentation; and life-cycle
managenent .

4. Applies knowl edge managenent principles in the IT context to
support m ssion performance, training, and quality inprovenment of
t he JAD, Judge Advocates, Legal Specialists, and Reservists.

5. Serves as the JAD senior know edge managenent advi sor.

6. Supervises the JAD Library and manages the Library budget to
i nclude the procurenment of library materials for field | egal
of fices Marine Corps w de.

7. Manages JAD infrastructure, services, operations and life-
cycl e managenent. Establishes and executes network
adm ni stration policies.

8. Directs and supervi ses performance of JAD Headquarters Judge
Advocate Information, Plans, and Prograns (JAl) personnel.

9. Serves as the liaison with Legal Research vendors for budget
and contract purposes.

10. May serve as a Technical Representative Liaison with
Contracting Oficers to nonitor performance and ensure products
and services neet requirenents.

11. Serves as JAD spokesperson and representative to Governnent
agenci es, conmttees and working groups pertaining to IT, |egal
professional |IT organizations, and IT industry advisory entities
such as the Chief Information Oficers’ Council, Departnent of
Def ense (DoD) Joint Legal Information Technol ogy Commttee, DoD
CGeneral Counsel’s Commttee on Use of Technology in the Mlitary
Justice System and Law Net.

12. Applies a basic understanding of information security and
risk analysis to the publication and di ssem nati on of web-based
content and applications. A security certification such as

| SC2's CISSP certification is desired. For the purposes of this
position, the CISSP will confirma working know edge of

i nformation security and confirm passing of a rigorous security
rel at ed exam nation

I11. FACTORS
FACTOR | - KNOALEDGE REQUI RED BY THE POSI TI ON



1. Mastery of IT theories, principles, concepts, standards, and
practices sufficient to:

a. develop new theories, concepts, principles, standards,
and nethods in the specialty area of mlitary | egal practice
i nformation technol ogy;

b. advise JAD or supporting DoD activities on a variety of
situations and issues that involve applying new theories,
concepts, principles, standards, nethods, or practices, that are
devel oped by the incunbent or result fromthe incunbent’s
| eader shi p; and,

Cc. serve as senior expert and consultant to top JAD
managenent officials to advise on integrating IT prograns with
ot her prograns of equival ent scope and conplexity.

2. Basic understanding of mlitary | egal processes including
mlitary justice, admnistrative |law, clains, |egal assistance;
and | egal professional responsibility sufficient to:

a. apply information technology to support and inprove the
| egal business process of JAD and field offices;

b. oversee design, inplenentation, and |life—ycle
managenent of information technol ogy applied in support of JAD
and field offices; and,

C. serve as senior expert and consultant to top JAD
managenent officials to advise on integrating IT progranms in
mlitary legal practice in conformty with |egal professiona
responsi bility standards.

FACTOR 2 - SUPERVI SORY CONTROLS

1. The incunbent will receive general supervision and broad
policy guidance and /or general direction fromthe Deputy Staff
Judge Advocate, JAD.

2. The Supervisor provides adm nistrative and policy direction
in terns of broadly defined m ssions or functions of JAD.

3. The incunbent is responsible for the JAD IT program defines
| T objectives; interprets policies promulgated at the
Departnmental |evel and determ nes their effect on program needs;
i ndependently plans, designs, and carries out the work to be
done; and is the JAD legal IT authority.



4. The supervisor reviews work for potential inpact on JAD
policy objectives and programgoals; nornally accepts work as
being technically authoritative; and normally accepts work

wi t hout significant change.

5. The incunbent’s conpleted work will be reviewed in ternms of
its fulfillnment or objectives and conpliance with overall Marine
Cor ps policy.

FACTOR 3 - GUI DELI NES

1. @idance primarily consist of Federal, DoD, Departnent of
the Navy (DON), and Marine Corps regul ations, policies,
standards, and procedures. While providing general and/or
speci fi c gui dance, these guidelines do not dictate the precise
approach to foll ow when acconpli shing work, conpleting tasks,
managi ng prograns, or inplenenting internally devel oped or
externally directed initiatives, prograns, or actions.

2. The incunbent uses guidelines that are often anbi guous and
express conflicting or inconpatible goals and objectives,
requiring extensive interpretation.

3. The incunbent uses judgnment and ingenuity and exercises
broad latitude to: determne the intent of applicable guidelines;
devel op policy and guidelines for specific areas of work; and
formul ates interpretations that nmay take the form of policy
statenents and gui delines. Top JAD managenent officials and

seni or staff recognize the incunbent as a technical expert.

FACTOR 4 - COVPLEXI TY

1. Work consists of broad functions and processes such as

pl anning and | eading efforts to address issues in areas where
precedents do not exist and establishing new concepts and
approaches. Assignnents are characterized by exceptional breadth
and intensity of effort and often invol ve several activities
bei ng pursued concurrently or sequentially with the support of
others within or outside JAD.

2.  The incunbent deci des what needs to be done by conducting
extensive investigation and anal ysis of largely undefined factors
and conditions to determ ne the nature and scope of problens and
to devise sol utions.

3. The incunbent makes continuing efforts to devel op new
concepts, theories, or prograns, or to solve problens that have
previ ously resisted solution.



FACTOR 5 - SCOPE AND EFFECT

1. Work involves isolating and defining unprecedented
conditions; resolving critical problens; and/or devel opi ng,
testing, and inplenmenting new technol ogi es.

2. Work affects the work of other technical experts or the
devel opment of major aspects of Judge Advocate Marine Corps w de
| T prograns.

FACTOR 6 - PERSONAL CONTACTS

| ndi vi dual s or groups from outside the agency, including

consul tants, vendors or representatives of professional

associ ations, the media, or public interest groups, in noderately
unstructured settings. Contact may al so include Departnent al
officials who are several managerial |evels renmoved fromthe

i ncunbent when such contacts occur on an ad hoc basis. Mist
recogni ze or learn the role and authority of each party during

t he course of the neeting.

FACTOR 7 - PURPOSE OF CONTACTS

To present, justify, defend, negotiate, or settle nmatters

i nvol ving significant or controversial issues; e.g.,
recommendat i ons changing the nature and scope of prograns or
dealing with substantial expenditures. The work usually involves
active participation in conferences, neetings, hearings, or
presentations involving problenms or issues or considerable
consequence or inportance. Persons contacted typically have

di verse viewpoints, goals, or objectives requiring the incunbent
to achieve a common understandi ng of the problemand a
satisfactory solution by convincing them arriving at a
conprom se, or developing suitable alternatives.

FACTOR 8 - PHYSI CAL DEMANDS

The work is sedentary. Sone work may require wal ki ng and
standing in conjunction with travel and attendance at neetings
and conferences away fromthe work site. Incunbent may carry
light itens such as papers, books, or notebook conputers or drive
a notor vehicle. The work does not require any special physical
effort.

FACTOR 9 - WORK ENVI RONVENT

The work area is adequately |ighted, heated, and ventilated. The
wor k envi ronnment invol ves everyday risks or disconforts that



require normal safety precautions. |Incunbent may occasionally be
exposed to unconfortable conditions in such places as research
and production facilities.

| V. OTHER REQUI REMENTS

1. A SECRET clearance is required. Failure to maintain a
SECRET cl earance may result in dism ssal

2. This position requires occasional travel away fromthe
normal duty station; may involve travel on mlitary and
comercial aircraft; may involve overtime on an energency basis;
may require work other than normal duty hours which may include
eveni ngs, weekends, and/or holidays.

3. This position is designated a “non-energency-essential”
position for nobilization purposes.



